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Absentee Voters 
 
TotalVote is designed to easily allow you to process both in-person absentee voters, as well as process absente requests you 
receive via mail.   
 

In-Person Absentee Voting 
To process in-person absentee requests, you first must make sure that you have the appropriate election selected in the upper 
right-hand corner of your screen.  For the June 3rd 2014 Primary election, you will want to make sure that you are logged in 
under that election (red arrow).   
 

 
 
When absentee voting for this election begins on April 18th, the “Vote In Person” button (black arrow) on every voter’s Voter 
Info tab ( ) will become activated.  Behind it is the type and date of the election (pink box). orange box
 

Remember: On the right side of the screen, underneath the voter’s polling place (blue arrow), you can see which ballot 
(green arrow) that voter is tied to for the Primary election. 

 
When the voter is ready to vote, click the “Vote In Person” button. 
 
You will arrive on this screen.  To continue, click the “Process” button (blue arrow). 
 

 
 
FYI: (Clicking the “Process” button will mark the voter’s ballot with today’s date for both Date Requested and Date Sent.  ONLY 
check the box next to “Mark Ballot Received” if you want to immediately mark it as received.  This will not be a common option.) 
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Immediately, you will be directed to this page.  This is where you can print the label that will be attached to the outside of their 
ballot envelope.  For walk in ballots, you only need the large label (blue arrow).  However, there are some other options on this 
screen in case the voter changes their mind and wants to take the ballot home with them—in that case, you can print off mailing 
addresses so the voter can return their ballot to you. 
 

 
 
The large walk-in label (again, which is attached to the outside of the envelope that the voter hands back to you, containing the 
absentee ballot), looks like this: 
 

Voter 
 
 

           County Precinct
                                                                                                                     Election Type and Date 

Party 
 
Barcode 
          

Click the “Close” button (black circle in top picture) after you have attached the label to the absentee envelope and given the 
voter his/her ballot.  You are finished with the voter until it is time to mark that ballot as received.   
 
After clicking “Close”, you will be directed to that voter’s Absentee tab, where you can view the Absentee request that you just 
processed.  This record will always stay in the voter’s absentee tab, and you do have the ability to change anything about that 
request by clicking the “Edit” button.  (You can see this at the top of page 5 of this User Manual). 
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You are free to continue whatever you are doing until the ballot is returned to you.  In the meantime, if you were to revisit the 
voter’s page in TotalVote, you can see that the “Vote In Person” button is now deactivated for this election, and there is a 
message stating that a ballot has been sent (or given) to the voter (red box).  That message will stay that way until you mark 
their ballot as received. 
 

 
 
When you get the ballot back, you will use your Motorola hand scanner to scan the barcode on the absentee label on the 
outside of the absentee ballot envelope.  You should have your cursor in the upper right-hand corner of the screen in the “Bar 
Code/Voter ID” field (pink box below).  Scan the barcode. 
 
 
When the barcode is read, you will be re-directed to the page below.     
 
Here is where you can see the absentee request you are about to process (blue arrow).  Today’s date (green box) will 
automatically fill into the Ballot Received Date, but you can adjust that if you need. 
Note that you can also reject a ballot here ( ), with reasons listed in the “Rejected” drop-down box. orange arrow
 

 
 
 
 
To proceed, simply click “Submit” (red arrow) to accept the ballot and mark it as “Received”. 
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The page will refresh and you can see the ballot has been processed (red circle). 
 

 
 
 

You can click the “Close” button (blue arrow) to leave this page and return to your Home queue when you are finished. 
 
 
 
Immediately, you will see that you have a new Queue item down in your FYI section called “Absentee Requests – 2014 Primary 
Election”.  It will contain the record that you just processed.  This is where you can easily track your processed absentee 
requests. 
 

 
 
 
 
 
 
 
           (continued on next page…) 
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FYI: 
 
If you were to click on that voter again, you can see that their ballot has been processed in their Absentee tab (pink box). 
That page lists the Absentee Request that you have processed, and you can see that the dates for the absentee ballot (red box) 
are marked with the day that you processed the in-person request.  The green box shows the ballot type.   
 
Also, every absente request has the ability to be edited or deleted, and you also have the option to re -print the absentee labels 
if you ever need to do so ( ). orange box
 

 
 
 
 
Also, now that you have marked the voter’s ballot as received, they are now marked as VOTED in their Voter Info tab (red box). 
They won’t be able to vote again, and they will show as voted in your reports.  Also, if you print an election pollbook, the 
pollbook will state that they have already voted absentee for that election.  
 

 
 
 
 
That is how to process in-person absentee voters.  Next, we will talk about how to process mail-in absentee requests. 
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Processing Mail-In requests: 
 

If you receive an absentee request by mail, pull up the voter and click on the “Absentee Request” button (red box). 
 

 
 

Immediately, you will be directed to the screen where you can type in the information from their absentee b allot request form. 
 

 
 
 
 
 
 
 
 

                                   #1.  Click which ballots they are requesting. 

 
 
 
  
                                                                    
 

            #2. Check the address where the ballot needs to be sent.   
   
 

                                                                                                                                                  #3. Click “Submit and Process Absentee”. 
 
 
 
 
 
 
 
 

Green circle: Automatically, TotalVote will fill in the voter’s mailing address for you.  However, if the voter wants the ballot sent 
somewhere other than their listed mailing address, you can edit the mailing fields. 
 
If the request is a FWAB or FPCA, check the applicable box.  Also, if the request is a UOCAVA request, select the appropriate type 
and the voter’s email address so the military voter can receive their ballot electronically. 
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Immediately, you are directed to the scan page, so you can quickly scan the absentee request into your voter ’s file.  If you do not 
scan this image right away, it will show up in your Home queue as a “Document To Be Scanned”. 
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After you have scanned in the absentee request, you can now print the absentee labels. 
 

 
 
On this page, there are several different types of labels: 
green box = The large label that will be attached to the outside of the ballot envelope that will be returned to your office  
blue box = The ballot mailing address 

 = Your own County’s return mailing address orange box
You can either print these off individually by clicking the grey buttons, OR you can set the overall number of labels you want in 
the red circles and click the top “Mailing Labels” button (red box) to print out your desired amount for each label on the screen. 
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When finished, click the “Close” button on that page.  You will be redirected to the voter’s Absentee tab, where you can see the 
request you just processed.  Since this was a mailed request, you will see that just the “Application Received Date” and “Ballot 
Sent Date” are filled in.  The “Ballot Received Date” won’t appear until after the ballot has been returned to your office and 
processed (red box). 
 

 
 
 
Again, FYI: if you were to bring up that voter’s record, it will show have their “Vote In Person” button deactivated, and it will 
show that a ballot was sent to them, and the date the ballot was sent (purple box). 
 

 
 
As before, you can continue to track of all your Absentee Requests right from your Home Queue: 
 

 
 
 


